Manager Notes

Arrive at start of shift according to w2w
o Swim lesson day - 8:30 or 10 depending if Hannah is there
o Tot time day - 8:45am
o Non swim lesson or tot time — 10am
Log into computers
Put cash in admissions drawers
Check if you need change and run to the bank
Assign opening cleaning jobs
Staff arrive and clock in at 10:30am
Manager inspect both backboards for damage
Staff do cleaning jobs and set out A frame signs
While staff are cleaning make sure all jobs are being done and you are ready for the shift
Send guards out to the stand at 10:55am
Open at 11
Safety break at 1pm — during safety break 3 guards on break before will watch the water
o One between 1 and 8, one by chair 6, one by chair 3 (SPREAD OUT)
2:15pm test chlorine and pH
2:45pm second shift staff arrive and assign them to their chairs
Safety break at 3pm
o One between 1 and 8, one by chair 6, one by chair 3 (SPREAD OUT)
At 6:15pm test chlorine and pH
6:20pm staff can start closing cleaning jobs — assign or let them pick jobs
6:40pm you can start closing the admissions drawers and counting money
o Never leave money out if you are not in the office, close and lock the door if you
leave.
6:45pm closing in 15 minutes announcement
7:00pm closing announcement
Make sure all cleaning is done and trash is taken out
Lock up gates and doors
You are the last to leave
Drop the deposit off at the front desk of the community center and clock out



AM CLEANING JOBS
START JOBS AT 10:30AM, CLEAN UNTIL 10:45AM
IF DONE EARLY, PULL WEEDS

SWEEP JEFFERY ROGERS

SWEEP STAFF ROOM AND CLEAN OUTSIDE WINDOW LEDGE

SWEEP RIGHT SIDE OF THE POOL LEDGE

SWEEP LEFT SIDE OF THE POOL LEDGE

CHECK BATHROOMS (SWEEP FLOOR AFTER LESSONS, PICK UP TRASH,

MAKE SURE TP IS STOCKED)

SWEEP SIDEWALK ON LEFT SIDE OF POOL

SWEEP SIDEWALK ON RIGHT SIDE OF POOL

SWEEP 3 FT. SIDEWALK AND ARE BEHIND TOT SLIDE AND JUMP SHIP

SWEEP PATH UNDER BIG SLIDE AND AREA BY SLIDE/DOUBLE DROPS

SWEEP / BACKBACK BLOW CONCRETE PATIO AREA (2 PEOPLE)

CLEAN WINDOW GLASS IN GUARD ROOM/OFFICE/ADMISSIONS DOOR

WALK BEACH FOR WEEDS/GARBAGE

WALK EXTERIOR AND PARKING LOT FOR GARBAGE

CLEAN ADMISSIONS COUNTER AND SWEEP ENTRYWAY

CLEAN INSIDE COUNTER, INSIDE MICROWAVE AND PIZZA OVEN




PM CLEANING JOBS

Employees should not be sitting in the break room or on their phones until all jobs
are done

When you finish your job, help someone else

CLEAN INSIDE AND OUTSIDE WINDOW LEDGES

CLEAN OFF STAFF TABLE AND ORGANIZE GUARD ROOM

CLEAN OUT THE INISDE OF THE FRIDGE AND POP COOLER

SWEEP SIDEWALK ON RIGHT SIDE OF POOL

SWEEP SIDEWALK ON LEFT SIDE OF POOL

CLEAN BATHROOMS (SWEEP FLOORS, CLEAN TOILETS, STOCK TOILET

PAPER, CLEAN SINK, TAKE OUT TRASH) — MULTIPLE PEOPLE

RAKE LEFT SIDE OF BEACH

RAKE RIGHT SIDE OF BEACH

TAKE OUT BEACH TRASH AND REPLACE BAGS

WALK BEACH FOR LOST ITEMS AND TRASH

CLEAN BREAK ROOM: SWEEP, ORGANIZE TABLE, CLEAN COUNTER,

CLEAN BATHROOM, ETC..



